
ADDING A SUBSTITUTE 
APPROVER IN CONCUR

This job aid to provide step-by-step instructions for Travel Approvers to 
designate a substitute approver in ESS (rather than through SAP 

Portal – Universal Worklist). 



Log into ESS with your SSO and click 
on the Travel Approvals tile.
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Click on your user icon at the top and 
select “Manage My Substitutes.”

2

Select “Unplanned” to set up a 
substitute without an end date 
(indefinite). Click on “Add New 

Substitute.”
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Search for and select the user who 
will be your substitute, then choose 
“Travel Workflow” and click Save.
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The added substitute will be displayed.5



6

The final step is for the substitute to accept 
the substitution. The substitute will need to 
log into ESS, open the Travel Approvals tile, 

click on “Substitute For” and toggle the 
button next to the primary approver’s 

name. Click Done. 
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If a substitute is only needed for a defined period of time 
(i.e., primary approver will be out of the office for a 

specified duration), select “Planned” to set up a substitute 
with a defined end date. Click on “Add New Substitute.”
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Choose “Travel Workflow” then select 
the start and end dates for the 
substitution period. Click Save.
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The final step is for the substitute to accept 
the substitution. The substitute will need to 
log into ESS, open the Travel Approvals tile, 

click on “Substitute For” and toggle the 
button next to the primary approver’s 

name. Click Done. 
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